DEPARTMENT OF THE NAVY
NAVAL HOSPI TAL

BOX 788250
MARI NE CORPS Al R GROUND COVBAT CENTER
TVENTYNI NE PALMS, CALI FORNI A 92278- 8250 IN REPLY REFER TO
NAVHOSP29PALNGI NST 2000. 1A
Code 0104
26 Feb 1996

NAVAL HOSPI TAL TVENTYNI NE PALMS | NSTRUCTI ON 2000. 1A

From Commandi ng O ficer

Subj: USE AND MAI NTENANCE OF TELEPHONES

Ref: (a) CCO P2000. 1B

Encl: (1) Tel ephone Service Request, MCAGCC Form 29P- 2067/ 3

1. Purpose. To publish regulations and infornmation regarding
t he use and nmai ntenance of tel ephones.

2. Cancellation. NAVHOSP29PALMSI NST 2000. 1.

3. Discussion. Telephone service at this Conmand is provided on
a reinbursabl e basis by MCAGCC, Twentynine Pal ns, California.

Ref erence (a) contains regul ati ons governing the use and

mai nt enance of the base tel ephone system which apply to this
Command as a user of the base system This instruction contains
further policy and gui dance and assigns responsibilities for the
proper nmanagenent, maintenance and use of the tel ephone system at
Naval Hospital, Twentynine Palns, California. The Naval Hospita
Tel ephone Directory published under separate cover sets forth the
different types of tel ephone services avail able and contains
instructions on the use of the tel ephone system All personnel
should be famliar with the various types of service and use the
nost econom cal service whenever possible.

3. Policy

a. Oficial Tel ephones. Telephones installed at this
Command are designated official tel ephones and are for official
use only. This specifically includes DSN and | eased lines. Al
personnel are cautioned not to place |ong distance personal calls
and bill themto governnent nunbers as it is a violation of
Federal law and may result in disciplinary action. Persona
call (calling famly nenbers/friends, nmaking appointnents, auto-
nobile repair, ordering flowers, etc.) must be made on a pay
tel ephone or billed to a non-Conbat Center tel ephone nunber.
These calls will be billed to a calling card, collect, or third
party. These calls are only authorized under the follow ng
condi ti ons:

(1) Do not adversely affect the organizational m ssion.

(2) Are of a reasonable duration and frequency, and
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cannot be reasonably be nmade at another tinme or |ocation (pay
phone) .

(3) Does not result in charge to the Conbat Center, even
if the individual intends to reinburse.

b. Conservation. The tel ephone system shall be nanaged and
used as economically as possible consistent with the Conmand
m ssion. Optinmmuse shall be nade of DSN and | eased |ines.
Attention should be paid at all levels to conservation of tele-
phone service. This especially includes pronpt action to renove
tel ephone lines that are not needed.

c. Telephone Wirk. Reference (a) states that no work w ||
be done on tel ephone equi pnment by personnel other than Base
Tel ephone.

d. Telephone Related Equi pnent. Any departnent planning to
obtai n equi pnent that interfaces with the tel ephone system (i.e.,
nodens, telecopiers, printers, dictating equi pnent, answering
devices) will notify the Tel ephone O ficer who will obtain tech-
ni cal advice from base Tel ephone on the conpatibility of the
equi pnent with the system No equi pnent requiring tel ephone
interface will be procured prior to obtaining technical approval.

e. Trouble Calls. Telephone trouble calls will be nmade by
calling extension 2732 during normal working hours. After hours,
weekends and holidays trouble calls will be made by calling
ext ensi on 7200.

4., (Classes of Tel ephone Service

a. Class “A” (Oficial). Telephones authorized for trans-
action of official governnent business. This service provides
for access to |l ocal comrercial service and toll trunks through
the Base switchboard. Toll charges are paid from appropriated
funds. This tel ephone has access to the Defense Sw tched Network

(DSN) .

b. dass “B” (Unofficial). Telephones that are installed
within or in the vicinity of the Base and are connected to
mlitary swtchboards for unofficial use. This service may or
may not be permtted access to the | ocal comrercial tel ephone
service and toll trunk authorization. Toll charges are paid
from non-appropriated funds or individual subscribers.

c. Cass “C" (Oficial-Restricted). Telephones installed
for transaction of official business, restricted to the base.

d. Defense Swi tched Network (DSN)
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(I') General. The Defense Switched Network (DSN) is the
princi pal |onghaul, voice conmunication network within the
Depart ment of Defense Conmuni cations System providing rapid
direct interconmunication of mlitary and other installations
wor | dwi de. The purpose of DSN is to handl e essential comand
and control, operations, intelligence, |ogistics, diplomtic and
adm nistrative traffic.

(2) Use of DSN. DSN will only be authorized for official
comuni cation only and will be restricted to:

(a) Only those calls that are essential and require a
ti nmeliness that cannot be obtained by other neans.

(b) The mnimumtinme required to acconplish the
of ficial business normally not exceeding a continuous transm s-
sion time of 15 mnutes nor a total tinme of one hour during
nor mal wor ki ng hours.

(c) Calls where other existing governnment provided
t el ephone service is not adequate.

(3) DSN User Instructions - General:

(a) All DSN calls will be considered routine unless
the switchboard operator is otherw se inforned.

(b) Users with operator-access to DSN shoul d:
1 Verify the DSN nunber.

2 Dal “88" and wait for dial tone.

[eM)

Di al the DSN nunber desired.

4 |f the DSN nunber is not known, consult the
“DSN Listing” in the Base tel ephone book, the DSN Tel ephone Book,
or dial “O (Base Operator) and obtain the desired tel ephone
nunber .

(4) DSN User Calling Instructions - Specific. (Used in
conjunction with out-of-state and Northern California Tol
calls). Using the DSN Tel ephone Book or by dialing the Base
Qperator; dial the applicable DSN Operator nearest the | ocation
desired, i.e., Norfolk, VA , Philadel phia, PA, etc., and request
that the cogni zant operator dial the tel ephone nunber desired.

(5) DSN User Trouble Reporting. Wen trouble is
encountered by users while utilizing DSN, the follow ng
procedures shoul d be taken:
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(a) Report the trouble imedi ately to the Tel ephone
Oficer or the Oficer-of-the-Day (other than normal working
hours) .

(b) Gve details of the DSN trouble as foll ows:
1 Your extension nunber.
2 The DSN numnber call ed.

3 Brief description of trouble.

e. Collect Calls. Only official government calls wll be
accepted and billed to the extension.

(I') Collect calls shall be accepted only in the follow ng
situations:

(a) Notification by civilian authorities of injured
or hospitalized active duty nenbers of the Arned Forces.

(b) Oficial matters of inportance to the operation
of this Command, i.e., inbound air transportation of patients,
decedent affairs matters, etc.

(c) Oficial calls fromstaff nmedical consultants
when responding to requests for nedical assistance.

(2) No person shall accept unofficial or personal |ong
di stance col |l ect tel ephone calls that result in a charge to an
official telephone or billing nunber. Such action constitutes
fraud. Violation of this provision subjects a person to
prosecution under the Uniform Code of MIlitary Justice (UCM).

f. WATS Calls. Oficial commercial telephone calls to area
codes 213, 714, and 805 may be effected by dialing “O for the
Base Operator and requesting WATS assi stance to the nunber
desired. Calls nust be made froma Class “A” line only and nust
be limted to a five mnute duration.

g. Mnimze - Telephone. During periods of mnimze,
authority to originate or certify calls (DSN or |eased |ines),
will be limted to the Commanding O ficer, Executive Oficer,
Director for Admnistration and Director for Nursing Services.

5. Action

a. Command Tel ephone O ficer is designated in witing by the
Commandi ng O ficer and is responsible for coordinating the proper
operation of the tel ephone systemw thin the Conmand and shall:
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(I') Verify the long distance tel ephone bill and initiate
i nvestigations as necessary to identify personnel placing unauth-
orized long distance tel ephone calls.

(2) Monitor overall tel ephone expenses and take the
appropriate action to ensure abuse is identified.

(3) Review each tel ephone service request, enclosure (1),
and take the appropriate action.

(4) Interface with Base tel ephone to ensure this
Command’s m ssion is net.

(5) Prepare and maintain a current tel ephone directory.

(6) Make periodic phone surveys to determ ne the
necessity for service.

(7) Approve or disapprove all requests for exenptions as
specified in paragraph 4.b.(5) of this instruction.

b. Departnment Heads shall:

(1) Enforce the policy prohibiting personal calls on
of ficial tel ephones.

(2) Pronptly request renoval of excess tel ephones.

(3) Request service or service changes using encl osure

().

(4) ldentify toll nunbers used on a recurring basis, to
t he Command Tel ephone O ficer (Head, Facilities Managenent
Departnment).

(5) Approve toll calls of an official business nature
during normal working hours. After normal working hours, the
OOD may aut horize such calls.

(6) Review nonthly |l ong distance tel ephone bill, sign
certification sheet and return to the Command Tel ephone O ficer.

c. Al Hands shall:

(I') Refrain fromusing official telephones for personal
calls, ensuring all calls are as brief as possible.

(2) Answer the tel ephone by identifying thensel ves and
their location, being polite, courteous, and considerate.
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6. Security. Long distance tel ephone circuits are susceptible

to monitoring and interruption. The DSN is not secure and users
are rem nded that care nust be exercised in accordance with
established security instructions to avoid divul ging or alluding
to classified naterial.

7. Applicability. This instruction is applicable to al
personnel on board Naval Hospital, Twentynine Palns, California.

8. Forms. MCAGCC Form 29P-2067/3, tel ephone Service Request, SN
0000- 01- HO2- 2461 is avail able through the Self Service Center.

3 Iy

C. S. CH TWOGD

Di stribution:
Li st A
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